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How to sign in to WRG 

1. Go to wrg.weill.cornell.edu. 

 

2. Login using your CWID and password. 

 

 

http://wrg.weill.cornell.edu/
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3. Click on Research Safety on the main WRG menu. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

How to Locate your Records 
There are three ways to retrieve your lab records within the Research Safety module in WRG. 

OPTION 1: SEARCH BY PI 

To locate all records owned by a PrincipaI Investigator (PI): 

1. Click on Search For Items on the top toolbar. 

 
 

2. On the new pop-up window: 

 

 

 

b 

c 

a 
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a. Check Research Safety. 
b. Under Available fields to search by, check Record Owner. 
c. In the Record Owner field, type in the PI name or record number, then click Search. 

OPTION 2: SEARCH BY RECORD NUMBER 

To locate a specific record, enter the record number in the Quick Find field on the top toolbar. 
 
 
 
 
 
 
 
 
 

OPTION 3: SEARCH FROM ALL RECORDS OWNED ACROSS ALL MODULES 

Click on My Items on the top toolbar. 
 

 
 
Please note: This option will display the results differently from using Search For Items. My Items will return all records in WRG for the 
user who is logged in. The Records Types that are Health and Safety Protocols are the Laboratory Safety Registrations. 

How to  Edit your Records 
After locating your record(s): 

1. Click on the record number. 

2. On the pop-up menu, click on Edit and select the submission you would like to change. 
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How to Locate the Institutional Biosafety Committee (IBC) Registration E-Form 

1. Look up your Institutional Biosafety Committee (IBC) Registration records, and click on the desired submission. 

2. On the next window, Click on the e-form link. 

 
 
 
 
 
 
 
 
 
 
 
 
 

3. The IBC Registration e-form will open in a new window. 

 

 

How to Complete the IBC Registration E-Form 
The IBC e-Form has multiple components. 

PI INFORMATION 

1. The first section of the form contains the Principal Investigator (PI) Information, retrieved directly from the WCM Directory. If 
the information displayed shows any errors, please sign into your WCM Directory profile and update your information. 

 

 

 
 
 
 
 
 
 
 
 
 

https://directory.weill.cornell.edu/
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2. Next, indicate if there is an Administrative Contact. If made a delegate, the administrative contact will have access to the 
record and will receive system notifications. To make someone a delegate, a Departamental Administrator must complete the 
WRG Access Form and submit it to the IBC.  

IBC LABORATORY REGISTRATION CHANGES 

The next section of the form contains a field to indicate any desired Changes to the IBC Laboratory Registration. Please provide a 
quick summary of changes to your previously approved registration, or leave the field blank if no changes are needed.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

APPLICABILITY QUESTIONS  

In this section, check the boxes that apply to the work being performed in the lab. 

1. Question 1 addresses the samples/specimen the lab is working with. If infectious, these specimen must be accounted for in the 
Biological/Microbiological Agents table. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

2. Question 2 addresses the biological materials the lab works with. Place your cursor on top of each option to access the definition of 
each material. 
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OVERVIEW OF LABORATORY RESEARCH 

In this section, provide an overview of the laboratory’s research goals, and explain how each agent will be used as part of the 
research goals (e.g., in vivo and in vitro models). 

 

EXEMPT RECOMBINANT DNA 

1. If you checked the Exempt box in the Recombinant DNA/Genetically Modified Agents option on the previous Biological 

Materials section, the Exempt Recombinant DNA section will appear next. Please fill out this section entirely.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note: the work described here does not need to be added to the 
Recombinant Table, unless specified (e.g., if checking yes to 
questions 1.2 or 1.3 highlighted). 
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2. If you checked the Non-Exempt box in the Recombinant DNA/Genetically Modified Agents option on the previous Biological 
Materials section, the Recombinant Table section will appear next. Please fill out this section entirely.  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note: Fill out the table with recombinant microorganism only. If 
you need to add more agents, click Add at the top right corner. If 
you need assistance completing this section, please contact your 
Safety Advisor.  
 
 
 
  

a 
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3. If you checked the Biological Agents from Risk Groups 2, 3, 4  box in the Recombinant DNA/Genetically Modified Agents 
option on the previous Biological Materials section, the Biological/Microbiological Agents section will appear next. Please fill 
out this section entirely.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Note: If you need to add more agents, click Add at the top right corner. If 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

a 
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4. Next, Please check Yes or No to confirm the Risk and Dual Use Research  of Concern. 

 
 

EXTERNAL LABORATORY LOCATIONS FOR BIOLOGICAL WORK 

In the next section, please confirm whether lab members will perform recombinant work in a non-WCM laboratory. If Yes, Please 
complete the table. Note: click Add on the top right corner to include more collaborators.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 

a 
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CERTIFICATION 

In the next section, please read and acknowledge PI responsibilities. Links to the IBC Reporting Policy and EHS Program Manual are 
included at the bottom. Note: by completing the form, the PI agrees to the statements in the Certification section.  

 

COMPLETING THE IBC REGISTRATION  

To complete the form, click the Complete box on the top right corner. 
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Submitting the IBC Registration  

1. After marking the IBC registration status as complete, click Submit.  

Note: Once the Submit button is pressed by the PI, the submission will be automatically routed to the IBC. If a Lab 
Coordinator/Manager submits on the PI’s behalf, the submission will be sent to the PI for approcal as an action item. 
 
 

  
 

2. After clicking Submit, click Continue. The submission will be sent to the IBC for pre-review.  

 
 
The IBC Lab Registration can be initially submitted by the PI or the  Lab Safety Coordinator, Safety Advisor, or EHS Regulatory 
Coordinator.  
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IF SUBMITTED ON BEHALF OF THE PI 

1. The PI will receive and email from WRG and an action item, which will also appear on the WRG-RS home screen. Both 
notifications include links to the review dashboard.  

 
 
 
 
 
 
 
 

 

 
 
 
 

2. On the review dashboard, click on the Review tab. 

 
 

3. Verify form information: 

a. Access the completed form and review. 
b. Change review status to Reviewed. 
c. Click Approved. 

Note: if changes are needed, open the form and uncheck the Complete box to edit. Once done, re-check the box and follow steps b 
and c above.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

a 
b 

c 
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4. Read and accept the Certification Statement. The submission will now be routed to the IBC. 

 

How to Address Comments from IBC 
After submission, the registration will be pre-reviewed by the IBC. The IBC may send the submission back to the PI if any issues are 
found. The IBC may send notes in the form or separately.  

COMMENTS OUTSIDE THE FORM 

1. Click on Show Route. 
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The routing window will pop up, with comments at the bottom.  
 

 

COMMENTS INSIDE THE FORM 

 
 

1. Click on the symbol on the left-hand side to bring you directly to the question that needs to be addressed. You can also click 
on the Comments panel button at the top of the form.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Items that need to be addressed will be marked with a           or          symbol. 
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2. Double-click on the symbol next to the question to bring up the comment within the comments panel. To resolve the issue, 

press Reply  and type in your response. 

 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
You can also route your response:  

a. Click on the To button to change the recipient to Principal Investigator-EHS 
b. Type in your response and provide an explanation if needed. Note: you can also update the form and type “see 

updated form”. 
c. Click Post.  

Note: to delete a post, click Clear.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 

3. Next, correct the question by unchecking the Complete check box and revise the previous answer given, then re-check when 
done. 

 
 
 
 
 
  
 

Please elaborate on the proposed experiments. 

a 

b 

c 
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4. After correcting all issues, re-submit by clicking Submit. Note: Once the Submit button is pressed by the PI, the submission 
will be automatically routed to the IBC. If a Lab Coordinator/Manager submits on the PI’s behalf, the submission will be sent to 
the PI for approcal as an action item. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 

Modification Required  

If the IBC requests changes to your IBC registration, its status will change to Modification Required. This change will prompt an email 
(shown on the left) and a notification in WRG along with an action item (shown on the right). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

MODIFYING THE REGISTRATION 

1. Scroll down and click on Laboratory Safety Registration. 
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2. Uncheck the Complete box to make changes to the form, then re-check when done.  

3. Once you are done with your edits, click I Am Done within the Task/Assignment window of the action item. Your edits will now 
route to the IBC. if changes are approved, you will be notified via email. 

  
 

Research Safety Checklist E-Form 

This EHS form has multiple components.  Note:The Laboratory Roster and Laboratory Spaces uploaded within the Research Safety 
Checklist form are also attached to this page. 

1. Locate the Research Safety Checklist Registration record.  

2. On the next window, click the link fo the e-form.  

 

3. The e-form will open in a new window. Complete the form. 
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4. Before completing the form, verify the Complete box is unchecked. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

PI INFORMATION 

1. The first section of the form contains the Principal Investigator (PI) Information, retrieved directly from the WCM Directory. If 
the information displayed shows any errors, please sign into your WCM Directory profile and update your information. 

 
 
 
 
 

https://directory.weill.cornell.edu/
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2. Next, indicate if there is an Administrative Contact. If made a delegate, the administrative contact will have access to the 
record and will receive system notifications. To make someone a delegate, a Departamental Administrator must complete the 
WRG Access Form and submit it to the IBC.  

 
 

3. Verify your Lab Roster spread sheet is accurate and complete. If any lab personnel is physically impaired, please list their 
names in question 3.  

 
 
 
 
 
 
 
 
 
 
 
 

4. When you’re done, click Complete. Note: your Safety Advisor will assist you in completing this form and uploading the lab and 
space rosters during annual inspection. Please verify that the information on the form is still accurate and complete.  

 
 
 
 
 
 
 
 
 
 
 

 

Click on this icon to view 
attachment 
Click on this icon to upload 
attachment 

Click on this icon to delete 
attachment 
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5. After completing the Research Safety Checklist, click Submit. Note: Once the Submit button is pressed by the PI, the 
submission will be automatically routed to the IBC. If a Lab Coordinator/Manager submits on the PI’s behalf, the submission 
will be sent to the PI for approcal as an action item. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The IBC Lab Registration can be initially submitted by the PI or the  Lab Safety Coordinator, Safety Advisor, or EHS Regulatory 
Coordinator.  

IF SUBMITTED ON BEHALF OF THE PI 

1. The PI will receive and email from WRG and an action item, which will also appear on the WRG-RS home screen. Both 
notifications include links to the review dashboard.  
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2. On the review dashboard, click on the Review tab. 

 
 

3. Verify form information: 
a. Access the completed form and review. 
b. Change review status to Reviewed. 
c. Click Approved. 

Note: if changes are needed, open the form and uncheck the Complete box to edit. Once done, re-check the box and follow steps b 
and c above.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

4. Read and accept the Certification Statement. The submission will now be routed to the IBC. 

 

a 

c 

a b 

c 
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Linking Other Records to Your Registration 

1. Locate the records you would like to link, then click on Linkages. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

2. Select Safety Protocol (EHS or IBC record), Proposal (grant), or Human Protocol (clinical application) to classify the record, 
then click Add. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Go to Investigator  and click on Set. A new window will appear.  

   
 
 

1 

2 



 

 

 
 

23 

CONTINUED: Weill Research Gateway (WRG) Lab Registration Guide 

4. Search for PI name: 
a. Select first letter of PI’s last name 
b. Type in investigator name in last name, first name format.  
c. Once the name populates in dropdown field, press Save. 

 
 
 
 
 
 
 
 
 
 
 
 

5. Once the investigator’s name populates the box, click Go. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. All the records owned by investigator within WRG-RS will be shown here. Select the record you want to link by checking the 
box. Press Select. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

a 

b 
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7. You will return to the original window specigying the number of records you have linked to the original record, shown as 
Attachments in parenthesis. 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 

Making an Amednment to an IBC Registration 
Note: if you have any questions regarding the amendment, please contact your Safety Advisor or the IBC at 646-962-7233 or 
ibc@med.cornell.edu. 

1. Click on the Submissions tab. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Select Lab Registration – Amendment from the dropdown menu, then click Add. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:ibc@med.cornell.edu
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IBC Registration Renewals 
Renewals will be initiated by EHS within WRG-RS. PIs will receive a notice from the system about IBC registration expiration 60 days 
and 30 days prior to the deadline. Submissions are due 10 days before the third Wednesday of each month.  
Note: if you have any questions, please contact your Safety Advisor. 
 
 
 
 
 
 
 
 
 
 
 
 

 
User Tips 

• Using the done and close buttons on each window to ensure proper record closure. If you X out the window, you will still be 
logged into the record. 

 
 
 
 

 

• Two users cannot access the same record and edit at the same time. The first user will be in Edit mode and the second user 
will be in View mode. The mode you are currently in is displayed within the record. 

 
 
 
 
 
 

• If you are having issues with using WRG on your browser, try accessing the site in incognito mode. 

 

Contact Us 
You can contact us during normal business hours 9AM to 5PM, Monday through Friday. 
EHS        646-962-7233         ehs@med.cornell.edu 
IBC         646-962-7233         ibc@med.cornell.edu 
 
 
 

IBC meeting 
 

IBC meeting deadline 

mailto:ehs@med.cornell.edu
mailto:ibc@med.cornell.edu
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